January 9, 2007
Dear Conference Speaker:

Thank you for accepting my invitation to speak at the CPRE Conference, “New Approaches to School Finance, School Improvement and Teacher Compensation: The Results of Fifteen Years of Research and Policy Development” to be held February 21-22, 2007 at the Westin O’Hare in Rosemont, Illinois.  Our on-line registration system has been active since mid-December and we’ve had an enthusiastic response.  We are limiting attendance to 100 participants and we are already over halfway there.  We anticipate that the audience will consist of education leaders, policymakers, and district administrators from across the country.

I am writing to take care of a few housekeeping items that need your attention prior to the conference. The attached speaker registration form includes information that we need to prepare conference materials and to make appropriate arrangements with the hotel staff for your presentation. Please return the completed form to Lisa Armstrong no later than Friday, February 2nd.  Lisa’s email address and fax are on the speaker information sheet. No fax cover page is necessary.  We will use this form for your registration as well.  
There is no registration fee.  We have agreed to pay for your expenses.  Airline arrangements may be handled in either of two ways: 1) email or call Lisa (608 263-4260) and work with her to choose your preferred times, airlines, etc. and she will have the electronic ticket billed to our travel agent so there are no out-of-pocket costs to you; or 2) use your own travel agent and/or the internet and you will be reimbursed after the conference.  Your hotel room will be paid as well, but we need to reimburse you after the conference, as well as for any incidental expenses.  We will have reimbursement packets for you at the conference.  Therefore, please make your own hotel reservation at our website, http://www.wcer.wisc.edu/cpre/feb07/index.php and use the policymaker code, “cpreinvite0207.”  From there, you can view the agenda and use the link to make hotel reservations at the Westin O’Hare.  This ensures that you obtain our special rate of $149 per person, single or double.  This rate is guaranteed for reservations made by Monday, January 29, 2007.  
The following are due to Lisa Armstrong, via email or fax, by Friday, February 2nd.
· Completed Speaker Registration Form.  Please be sure to indicate your audiovisual needs on the speaker registration form. We will have an LCD Projector and Screen available in the keynote session as well as in both breakout sessions.  Please indicate if you will be bringing your own laptop.

· Please review the agenda posted on our web site, http://www.wcer.wisc.edu/cpre/feb07/index.php and enter the policymaker code “cpreinvite0207” to be sure that your name, affiliation, and title of your presentation are correct. Indicate any changes, corrections, or additions on the speaker registration form. 
· We would like to include a brief, biographical sketch (5-10 lines) for each conference presenter as part of the conference packet.  E-mail attachments should be sent in Word or text-only format.
· If you would like an article or handout duplicated for your session, please forward it to Lisa Armstrong no later than Thursday, February 15.  If you prefer to bring copies yourself, please plan on bringing 150 copies if you are a keynote speaker and 75 copies if you are a break-out session speaker.   
· Please send your presentation in electronic form to Michael Goetz at megoetz@education.wisc.edu no later than Thursday, February 15th.  We will have the presentation loaded on a conference laptop unless you prefer to bring your own.  Even if you are bringing your own laptop, please forward your presentation to Michael so that we can post the presentations on our website after the conference.  

I’m hopeful that the following list covers all the details, but if you have a question that is not covered, please contact Lisa Armstrong (email: llarmst1@wisc.edu).

Thank you again for agreeing to speak at this conference.  I look forward to seeing you in Chicago.

Cordially,

Allan Odden, Professor and Co-Director

Consortium for Policy Research in Education

Enclosure:  Speaker Registration Form

